SUPREMACY! 
\ 


Have COMPLETE CONTROL of your mail distribution with this 
efficient, highly functional Mail Distributing Cart. Allows fast, 
accurate pickup, sorting and delivery of office mail... saves time, 
reduces costs. LARGE CAPACITY for legal size hanging folders in 
spacious top compartment, plus 2 lower compartments, DURABLE 
CONSTRUCTION, nickel chrome plated frame, compartments of 
rustproof, double coatedaked enamel finish” LIGHTWEIGHT, easy 
to handle and maneuver. 
EXTRA LARGE CAPACITY MODEL M-104 holds 100 legal size hang- 
ing file separators. Larger size, same features, similar construction 
bigger jobs. 

FREE! We'll analyze your maiiroom setup ...recommend procedures 
and equipment.,.design your new mailroom! Details in catalog. 

WE'LL SEND YOU COMPLETE DETAILS AND PRICES IN 

OUR FREE ILLUSTRATED FOLDER... WRITE OR CALL NOW: 

W. A. CHARNSTROM COMPANY 
8127 Pleasant Ave. So., Minneapolis, MN 55420 
Toll free number: (800) 328-2962 


We can help wall 
get rid of a 


DATA-SARED 


No folding. No. tearing: No bursting. © 
Just feed the first sheet of your con- 
tinuous computer printout into DATA- 
_ SHRED’s extra-wide, 16” throat and 
the rest of your paper shredding 
problem is taken care of . . . auto- . 
matically. 

The quiet, compact DATA-SHRED 
gives you unreadable 4%” shreds, up 
to 1000 pounds per hour. | 

For more information about DATA- 
SHRED and our complete line of 
paper shredders, write or phone today. 


INDUSTRIAL SHREDDER 
AND CUTTER | 
COMPANY 


103 MILL STREET 
SALEM, OHIO 44460 
Phone (216) 332-0024 


| 
10-DAY TRIAL 
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Calculators, Programable, Charles J. Sippl Mar., 
Calculators, Users’ Guide to Electronic ........... Mar., 
Carolina, Casual Offices in, Charles E. Littleton ..... Apr., ||! 
Carpeting on the Floor, Vaporizing System\Cleams .-........... Mar., 
Changes, Management Needs Ability to Foresee, Walter D. Hill .. Jan., 
Collators and Sorters, Suppliers of Duplicators May, 
Colors in the Office, Using, Stephanie Draeger ......... es: June, 
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Document Processing at Jet Propulsion Lab. .................. June, 
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‘ Duplicators Save Money for Fund-Raising Specialists ........... = 


EDP, Your Hedge Against Inflationary, Martin A. Morris Jr. .... 
Electric Typewriters and Word Processors, Comparing the Behefits 


THE OFFICE, June’ 1977 


77 


MODEL 
15 
18 
71 
66 
QA 
74 
48 
23 
2 
00 
24 
18 
‘continuous problem | 
38 
12 
90 
1 
36 
32 
78 
B4 
10 
18 
9 
06 
58 
08 
~ 
13 
2g 
| 
| 


& 
te 
‘ 


Employee Relations, Right or Wrong in . 


: Apr., 157; May, 73; June, 
Energy, Saving Office Building 4... || 
Environment, Developing the New Office, Theodore R. Combs ... Jan. 
Experience, Gauging Business Talent by, Charles A. Dailey ..... Mar., 
Expo-sium 77 Word Processing Seminar and Show in Milwaukee . Feb., 
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Microfilm Applications, Kodak Has a Thousand ............... May, 
Microfilm, Blending the Advantages of Paper and, . 

Thomas P. Asderson Jan., 
Microfilm File Retrieval Is Faster for Memorials\.............. Apr., 
Microfilm Readers and Reader-Printers, Users’ Guide to ........ May, 
Microfilm Saves Space and Personnel ........................ Feb., 
Micrographics Operation, Chevron Has a High-Quality, 

| Micrographics Today and in the Future,.Don M. Avedon ........ May, 
Minicomputer Does Airport’s Accounting, Alan Boone ...;...... Apr. 
Minicomputer Does Multiwork for Us, Our, Tom Davis ......... Feb., 
Minicomputer Engineering System'Expanded into a General 

Minicomputer Has Come a Long Way—Fast!, The, Larry J. Wells . Feb., 
Minicomputer, I Can Program Our, Daniel-Foster ............. Feb., 
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Moving and Modernizing the Office, Checkpoints for, 

Multimedia System Saves Money for Bank .................... Apr., 
National Business Show in Washington Next Month fi... oe, Mar., 
National Computer Conference This Month .°.°............ June, 
Neocon 9 in Chicago This Month .............. eae June, 

OCR Data Entry Saves County $300,000 Apr., 
OCR Data-Entry Systems, Apr., 
OCR’s Maturing Technology, Herbert F. Schantz .............. Apr., 
‘Office Equipment Industry, Government Impact on the, 
| §.-Ligwrence Tabet Jan., 
‘Offset Platemakers and Suppliers.of May, 
Offset Printing Cuts Paper and Postal Costs, Two-Sided......... May, 
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Paperwork Reduction, Great Potential Savings of, Artel Ricks ... Jan., 
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1565 COMO AVE 


GTIME SAVERP 
MOVE DESKS ANYTIME, ANYWHERE | 
with MIGHTY KING DESK LIFT 


No need to remove anything 
from desk top or drawer 


* Mechanical lift raises desk and locks 
into raised position. 


* Full swivel, roller- bearing casters for 
easy maneuvering on carpeted surfaces. 


* Durable, tubular, steel: frame completely 
coated to protect the desk. 


*Pay less for the best units available. 
ice of four models. 


* Write for descriptive literature and prices 
on our complete line. 


PAT. 3-147-953 ssa 
PRODUCTS COMPANY 
ST PAUL, MINN. 55108 
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London, WC1R 4EJ 


England | 


189 


— 
133 
110 | 
75 | 
85 3 
60 
| 
81 
18 
87 
| 
“| | 
| 
126 
| 
28 
78 
80 | | 
134 
Z 
94 
100 
135 | 
49 
119 
85 
y 
78 | 
66 
102 
52 { 
55 
56 
59 
30 | 
102 
130 
| 
118 | 
43 | 
123 | | 
| 
98 
83 
102 


No china doll. 
Only good solid value, because Convoy 
Chemboard® storage files give you 
economy and long life. ie 
Made of extra-heavy fibreboard, Con- 
voy Chemboard storage files are per- 
manently rigidized by our exclusive 
process. 
They allow retention of semi-active and 
inactive files at the lowest possible cost. 
Records are readily accessible because 
of drawer and shell design. 

Shipped ready to use; 21 standard sizes. 
Convoy Chemboard'storage files pay for 
themselves by making beauty some- 
thing more than meets the eye. 

Write for free Chemboard sample-chip- 
and catalog. 


HE CONVOY, ING. 


P.O. Box 8589-H Canton, Ohio 44711 
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A BETTER PRODUCT 
Here’s Why... | 


DATAFLE Xm Inserts are 
the Lowest Cost’, 


Come in a Variety of Lengths, 
Colors, and Scoring Widths, | 
and Fit all Existing Cross 

Index Systems** 
*©45% to 20% Below Others 

**FLEXOLINE, LINEDEX, VICTOR Systems, etc. 


Separate 
‘Easily... : 


Smooth 
Edges... 
Not rough 
~and 
Splintery. 


Send for your FREE sample today. 
DATASTRIP .CORPORATION 
1575 Avon St. Extended 
Charlottesville, Va. 22901 
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Personnel Management, Five Comnion Sense Steps in, 
Personnel Management, The Paperwork Burden in, 
Photocomposers, Suppliers of Offset Platemakers and ......... . May; /43 
Photocomposing and Word Processing Equipment Today, cae Jan 
William A. Lippold ..... . May, 68 


’ Photocomposing Speed Printing of State’s Budget, Word Processing 


-Photocomposition Equipment, Interfacing Word Processing and, 


Daniel P. Lavery ...... May, 88 


Phototypesetting Cuts Costs for C & P Telephone Co., Joel Curry May; 32. 
Procedure to Playscript, Cor.verting a, Leslie & Ellen Matthies .. Mar., 96 


Productive Purposes, Could Free Millions for, George D. Gee .... Jan., 128 
Productivity, Designing the Office for Personnel, H. Albert Phibbs Jan., 73 
Productivity, How to Improve Employee, Theodore Barry ....... ‘Jan., 77 


Professional Designers Aid Business Planners, Dollie Chapman .. June, 102. 
Purchasing, Promoting Professionalism in Office, Eric H. Bergman Jan., 94 


Recording System, Order ...... ‘June, 28 
Record Keeping, Complexities of Health Care, i 
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Service Bureau Saves Us $25K a Year, Julius K. Nemeth ....... Apr., 114 
Sony’s Office Art Collection ............ June, 74 
Sorters, Suppliers of Duplicators, Collators and ...... May, 66 
Sound Conditioning an Office Meeting Room ................. June, 88 


Syntopican V Word Processing Conference in Oregon This Month June, 50 
Systems Problems, Try Employee Involvement in, | 


Dr. E. Ronald Carruth ........ Jan., 102 
Time Standards, Why We Need Office, Richard L. Ganzi ....... e Mar., 104 
Townsend’s Two-Color Zebra-Pony ................ 
Training in Social Skills, Don’t Neglect, Dr. Bruce I. Blackstone . Jan., 130 
Typesetter. Increases Productivity, Charles G. Polizzi ........... May, 110 
Word Processing and Administrative Support Are the Basis of —_ 

Future Offices, Richard G. Holt ........... June, 66 
Word Processing and Photocomposing Speed Printing of State’s | 

Word Processing and Photocomposition Equipment, Interfacing tf 

- Word Processing Center Sets Type for In-Plant Printing, @ 
- Word Processing Center,. Technical Dictation Is Routine at .! 
Word Processing Centers, We Miniaturized Our, ese 

Word Processing Equipment Today, Photocomposing and, ne 

Word Processing, General Dynamics’ Program of Administrative 3 

Assistance Emphasizes, Donna J. Williams ................. Feb., 36. 
Word Processing, Hospital’s Medical ................ 
Word Processing, How OCR Is Used in, Stephen R. Silver ...... Feb., 106 
‘Word Processing, Law Office, Ezra T. Clark Jr. ................ June, 82 
Word Processing Myth, Administrative Support Is a, Kay Bierly . Jan., 74 
Word Processing Services, Auxiliary, William Young .......... June, 98 
Word Processing Success, Maryland Casualty’s, Kay Bierly ..... Feb., 18 
Word Processing Symposium in Chicago Next Month ..... ey eee Jan., 71 

- Word Processing Systems, Suppliers of ...... ee . Feb., 115; June, 118 
Word Processing, The Next Development in, Richard O. Baily .... June, 99 
Word Processing Training Films, Mary Lou Ballweg ........... June, 123 
Word Processor Sets Rock News ..... Apr., 50 
Word Processors, Comparing the Benefits and the Costs of , 

Typewriters Ray C.Oman June, 77° 
Word Processors Transcribed the Presidential Debates ......... Feb., 92 
Work Stations on View at Neocon 77, Office .................. June, 97 


- Your Purpose, Position and Your Preparedness, Jess E. Cook .... Jan., 122 
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No mistake about it 


COPY-RIGHT COPYHOLDER 
FOR ERROR FREE TYPING 


Exclusive features: 

Copy always at eye level, tine-by-line or 

variable spacing. 

e independent grippers hgld any weight ond 
varying thickness copy. 

e Turn page clamp eliminates extra work; no 
clips or staples need removal. 


hotes to drill and no tools needed for 
installation. 


Available in 4 sizes up to. 25" wide. $107.00 
for 12” w. 


CURTIS-YOUNG 


2550 Haddonfield Rd. P.O. Box F 


e Copy CANNOT slip. Stands independent, no 


Pennsauken, NeW Jersey 08110 ¢ 609-665-6650 


CAN YOU AFFORD 


TYPEWRITER 
| PURCHASING MISTAKES? 
Adler Royal | 
IBM SCM 
Olivetti Hermes 
Facit Sperry 
Olympia | Remington 


Buyers Laboratory, the indepen- 
dent testing organization, spe- 
cializing in office equipment eval- 
vations, has just released its 1977 
report on ELECTRIC & MANUAL 
TYPEWRITERS. Each machine was 


and ranked by BLI’s engineering 
staff. This year’s report covers 27 
machines from nine manufactur- 
single element machines from 
SPERRY REMINGTON. Cost of this 
$55.00. To order return with check 


or P.O. Money refunded in 10 
days if not satisfied. 


20 Railroad Ave., Hackensack, N.J. 07601 


tested for quality and durability 


ers including a special section on 


ADLER, IBM, OLIVETTI, ROYAL & | 


invaluable 61 page _ report is | 


BUYERS LABORATORY 
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Addressing ......8.......0 Oct., 
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Facsimile Message Delivery Service Aug., 
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Stephen A. Levine 
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Word Processors, Physically Handicapped Are Great, » 


All issues — on microfilm from Xerox University Microfilms, Ann Arbor, Mich. 48106 


THE OFFICE, December 1977 


122 


CLARK COPY 
CHEMICALS 
TONERS 


FOR ALL ELECTROSTATIC PHOTOCOPY. 
MACHINES are developed and formulated ex- 
Cusively CLARK COPY INTERNATION- 

RCH and all CLARK COPY. 
CHEMICALS & TONERS are manufactured 


44 
LARK COPY INTERNATIONAL. 
dela DOES THAT MEAN TO YOU? 
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@ More Blacks % | 
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Quality vous Depend 


Write for FREE illustrated booklet 


Selected Dealers all over U.S., Can. 
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the only table-top 

electric paper cutter 


Perfect for mimeo, and 
duplicating. Cuts a ream of 
letter size in seconds; much 
easier to use. No hassle with 
heavy handles.. Paper to 

14’x 20. Low cost. 


describing series of easy-to-operate 
paper cutters, manual and electric. 


Michael Business Machines 


145 West 45th St., New York 10036 
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